
Check Out

1.  Click the Check Out Wizard. Scan, paste, or type a user ID in the Enter User ID or Name 
field. If you do not have the patron ID to scan, click Find User to display the Identify User 
window.

2.  The student record appears.  Note the list of items already on loan.  Scan the item 
barcode.

Updated 3/4/10 Page 1 of 3



Check Out

3.  If the item barcode isn't in the catalog, or a typo is made during manual entry, this error 
message will appear.  Click "Cancel" to proceed.

4.   When the item barcode is entered correctly, the new checkout appears at the top of the 
list.

Click Clear to look up another user.
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Special Due Date

If you want to specify a special due date for a user’s charge or renewal at the beginning of a 
check out session, click Due Date to display the Special Due Date window.  Select the due date 
desired and leave the Time Due box unchecked.
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